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17 July 1973 



1. I agree with the statements in the excerpt from the Secretarial 
Task Force. The files problem and the duplication of records are by no 
means unique to OTR but common throughout the Agency. I am surprised 
and pleased to learn of the considerable interest and concern the girls have 
in OTR files and records disposition. However, to change and improve the 
file system and records handling they must have the interest and active 
support of the School and Staff Chiefs. 


2. I had planned to designate, with the Office Chiefs approval, one 
person in each School and Staff as a records custodian. This person would 
handle all requests for retirement of records to or retrieval from the 
Records Center. Even with a records custodian in each School and Staff, 

I feel that all clericals / s ecretaries would benefit from the Records 
Management Seminars on disposal and file procedures. It is not necessary 
for all to have the Forms Management Seminar. 


3. From this Task Force excerpt, there appears to be a great need 
for providing assistance to the School and Staffs in setting up a good file 
system within their respective offices. I have discussed w it 
the possibility of having with each School and Staff to 
establish better files systems in OTR. I understand that Martha is also 
being considered for teaching the Files Procedures Seminar. These two 
duties in addition to assisting me in the administration of the Records and 
Forms Management Program for OTR would require her full-time efforts. 


TINTL 


4. Attached is a list of duties I propose for a Records Management 
Program Assistant. 


STATINTL 
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Duties for Records Management Program As s istant 


1. Process all OTR Records Center service requests (Form 490). This 
requires frequent contact with the Agency Records Center and Archives. 

2. Coordinate and process all OTR Records Retirement and Disposition 
actions (Forms 140 and 140a). 

3. Assist in the administration of the Forms Management Program within 
OTR which includes the analysis, design, and coordination of forms. (OTR 
presently has 95 official forms. ) 

4. Assist in the review and approval of all OTR requests for safes and 
file equipment; monitor the requisition and use of all reproduction machines. 

5. Assist in preparing the annual report of records volume and 
equipment inventory; also any special reports or surveys requested by the 
CIA Records Officer. 

6. Conduct a continuing review and updating of the OTR Records 
Control Schedule to ensure that it reflects existing organization, files, and 
prompt disposition or retirement of records. 

7. Conduct a complete revision and updating of the OTR Vital Materials 

Deposit Schedule including the elimination of all obsolete material presently 
held in Vital Materials storage, (128 cubic feet at^^^^l STATINTL 

8. Survey individual office file procedures and provide guidelines and 
assistance in establishing or converting to an efficient file system and records 
disposition schedule. 

9. Conduct File Procedures Seminars for Agency employees to learn 

(1) the established standards for file procedures, equipment, and supplies; 

(2) how to review, convert, and operate a file system; and (3) how to 
improve the administration of office files and related procedures. 
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E. Survey of Files - Files seem to be a problem throughout OTR. 
There is a duplication of files, and materials are kept which could be 
destroyed or retired to Records Center. The clericals readily admit that 
they do not have the expertise and very often the authority to deal with 
the problem. It is recommended that the OTR Records Management Officer 
perform a records survey of each office in OTR offering guidelines and 
recommendations as to what materials can be destroyed or retired, 

i 

l 

procedures for retirement of records, suggestions on ways to improve the 
filing system and eliminating duplicate files. The records management 
courses were good but could not, of course, get into specifics pertinent 
to each office and very few clericals attended from OTR. The courses 
did teach the methods of performing a records survey in an office which 
were geared to the RMO. Incorporated as part of this survey should be 
an inspection of vaulted areas and recommendations for better utilization 
of such areas with an emphasis toward eliminating unclassified materials. 
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We liave not had any c mplaints concerning nonpayment of 
overtime. 


STATINTL 

STATINTL 

STATINTL 


Our records are not complete as far as individuals are 
concerned; however, I made a quick review as to what overtime 
payments have been made other than the regular overtime payments. 

We have no knowledge of circumstances under which overtime was 
performed; however, we can verify that: 

BPB— MBHB in 5IWA submits claims. 

ISS personnel s ubmit claims. 

namagmmmmm iji os/aLT has subirdtted claims. 

CT btaff has submitted claims. 

One claim was submitted by in ‘-'upport STATINTL 

wmmmmmmmmmmm ■ ■ ~ ,/c submitted claims 

on occasion. 

Overtime in the amount of 046.74 was paid tp persom(s) in 
OS/STB for overtime in March 1973. 

I know of no way clerical personnel can be denied either 
payment or compensatory leave if required to work overtop., Perhaps 
the person(s) who complained expected someone to tell iihem to claim 
overtime? I can't imagine a supervisor telling them they couldn't 
be paid. 
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Remarks : Roger : 

Attached is an excerpt from the Task Force 
that^^Hl^H chaired . I'd appreciate your 
react^i^an^coinment . I'd also be interested in 
whether you think OTR's clerical personnel ought 
to be enrolled in record courses. 
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